
IC 2004-1 to AFI 13-203, AIR TRAFFIC CONTROL

26 FEBRUARY 2004

★SUMMARY OF REVISIONS

IC 04-1 major changes include:  Chapter 1:  contract ATC locations. Chapter 2:  moved
ATCSE to non-UMD position, added 13Ms to watch supervisor criteria, updated
CATCA/ATCSS responsibilities.  Chapter 3:  added flight progress strips to forms,
changed reference from tapes/disks to computer data recordings, added GPS approaches
to ATARS tracking.  Chapter 4:  altered operating hours guidance to match AFI 13-204,
added wake turbulence separation reminder, clarified QUICK LOOK and automatic
release guidance.  Chapter 5:  enhanced automation guidance to include production of
radar maps and MSAW, changed facility clock and rotating beacon procedures.  Chapter
6:  added aircraft arresting system notification requirements.  Chapter 7:  added to radar
performance check guidance.  Chapter 8:  clarified NVD guidance.  Chapter 10: Added
guidance on stop training.  Chapter 11:  Deleted qualified apprentice controller
paragraphs, clarified 7-level upgrade training and training evaluations.  Chapter 12:
Updated task certifier guidance.  Chapter 13:  new guidance on apprentice controller
proficiency testing.  Chapter 14:  provided more detail on facility evaluations.  Chapter
16:  Added SIGNAL to ATC simulation guidance, expanded guidance on static scenarios
and simulation administrator responsibilities.  Chapter 17:  documentation guidance.
Attachment 1:  Added definitions of stop training and simulation scenarios, deleted
qualified apprentice controller.  Attachments 5 – 9:  minor changes to withdrawal
requirements.  Minor changes were made throughout and include correcting spelling,
reference updates and editing errors.  A star (�) indicates revision from the previous
edition.

★  OPR:  AFFSA/XAO (Lt Col Timothy J. Arch)

★ This instruction implements AFPD 13-2, Air Traffic Control, Airspace, and Airfield
and Range Management.  It directs the management of US Air Force, AFRC and ANG
air traffic systems, personnel and facilities. It directs the administration of facilities, the
use of equipment, the operation of control towers and air traffic control (ATC) radar
facilities and the training of USAF air traffic controllers. HQ Air Force Flight Standards
Agency, Director of Airfield Operations (AFFSA/XA) must approve all supplements and
interim changes to previously approved supplements to this directive prior to
implementation. This instruction requires the collection and maintenance of information
protected by the Privacy Act of 1974. The authority to collect and maintain the records
prescribed in the instruction in Title 10, United States Code, Section 8014. Privacy Act
system of records notice F036 AFFSA A applies. Attachment 1 lists References and
Supporting Information used in this instruction.

★  1.3.1.1.  Completion of Blocks 1-6 is mandatory for unit level submissions.  Wing
Commander or Operations Group Commander comments in Block 6 are optional,
however the remainder of block 6 is required.



★  1.11.  Contract Locations.  This AFI applies to contract locations as specifically
outlined in the contract Statement of Work.

★  2.2.1.1.1.  When reduced facility staffing warrants and no other qualified 1C1
personnel are available, MAJCOMs may approve temporary appointments of otherwise
qualified GS-2152s to CATCT positions for a period not to exceed 120 days in duration.
MAJCOM approved appointments will be forwarded to HQ AFFSA/XA.  NOTE: Ensure
Personnel Action (SF 52) is submitted to servicing civilian personnel office prior to start
date of temporary appointment.

★  2.1.3.1.1. Establish a program to ensure controllers maintain proficiency in all
positions in which they are certified.  When positions are combined, proficiency time
may count for each position provided the controller performs ATC duties associated with
each position under normal workload conditions.  Publish program requirements in an
LOP.  This program must include:

★  2.1.3.1.1.1.  Minimum monthly position time requirements and a means of tracking
position time.  Outline any additional actions to be taken, beyond those required in
Chapter 14 when a controller fails to meet requirements.

★  2.1.3.1.1.2.  Use the definition of proficiency in Attachment 1 to clearly define traffic
conditions that must exist in order to count proficiency time.

★  2.1.3.1.1.3.  CCTLR's may authorize use of simulation scenarios as an aid in
maintaining controller proficiency.  Use of simulation for proficiency shall not exceed
50 % of the minimum proficiency time requirement.  Design scenarios IAW Chapter 16.

★  2.2.2.15. Develop and manage the unit ATC simulation resources.  Coordinate
simulation administrator activities with respective CCTLR(s) or CATCA.

★  2.2.2.18.  Assist the ATCSE Administrator with developing a simulation equipment
continuity folder that is available to all users.

★  2.2.2.18.1.  DELETED

★  2.2.2.18.2.  DELETED

★  2.2.2.18.3.  DELETED

★  2.2.2.18.4.  DELETED

★  2.2.2.18.5.  DELETED

★  2.2.2.18.6.  DELETED



★  2.2.2.18.7.  DELETED

★  2.2.2.18.8.  DELETED

★  2.5.1.1. Must hold AFSC 13M, 1C100, 1C191, 1C171 or GS-2152, have performed
ATC duties for at least 3 years (not including instructor duty or staff duty), and have one
year's experience in type facility to supervise, excluding RFC. (RAPCON satisfies the
GCA experience requirement).

★  2.6.1.1. Must hold PAFSC 1C171, 1C191 or GS-2152 with automation equivalency,
performed ATC automation duties for at least 3 years, and have one year experience in
type of automation work center to manage.

★  2.6.1.3. Must complete the ATCSS formal courses for the system supported at the
site.  Completion of this course and experience requirements are outlined in AFMAN 36-
2108 for award of the Special Experience Identifier (SEI).

★  2.6.1.4. Upon completion of local ATCSS qualification training should retain this
duty for a minimum of 3 years.  This will ensure effective management of formal school
training allocations and continuity of the automation function at the unit level.

★  2.6.2.1.1.  Ensure an adequate number of ATCSSs are scheduled to support mission
requirements.  Notify the CCTLR and Watch Supervisor if ATCSS support is
unavailable.

★  2.6.2.1.2.  CATCA will define CDR procedures in an LOP, to include procedures on
reviewing CDR media.

★  2.6.2.2.3. When system deficiencies are recognized, direct actions to ensure the
adequacy of failure recovery and de-bugging procedures.  Coordinate software problems
with the ATC staff, CATCAs at other sites, MAJCOM, AFFSA, the appropriate
FAA/DoD support personnel.  Document and submit the appropriate automated system
enhancement/ deficiency reports as required.

★  2.6.2.2.5. Responsible for the automated ATC system administration, continuous data
recording (CDR), playback systems and the implementation and maintenance of low
altitude alerting systems.  Coordinate with TERPS to obtain current MAJCOM-approved
MVA map data for inclusion in DTAS database.  Provide TERPS with all changes to the
General Terrain Map (GTM).

★  2.6.2.4.  DELETED

★  2.7.1.1. Must hold PAFSC 1C171, 1C151, or GS-2152 with automation equivalency
and have performed air traffic control duties for at least 3 years (not including instructor
duty).



★  2.7.1.3. Must complete the ATCSS formal courses for the system supported at the
site.  Completion of this course and experience requirements are outlined in AFMAN 36-
2108 for award of the Special Experience Identifier (SEI).

★  2.7.1.5. Upon completion of local ATCSS qualification training, should retain this
duty for a minimum of 3 years. This will ensure effective management of formal school
training allocations and continuity of the automation function at the unit level.

★  2.7.2.5. Stores, controls, and safeguards automated systems operational computer
software programs in accordance with LOP. Maintains the CDR storage library and
administers CDR media changes as required.

★  2.7.2.7.  Trains and/or briefs users on the operational use of supported computer
systems as required.

★  2.8.5.  Air Traffic Control Simulation Equipment (ATCSE) Administrator.

★  2.8.5.1.  CCTLRs must appoint individuals to serve as simulation equipment system
administrator and assistants.  When an automation work center exists at unit level, the
CATCA and ATCSS personnel fill the responsibilities of administrator and assistants.

★  2.8.5.2.  Courses for simulation systems evolve as new delivery capabilities are
created.  Contact MAJCOM Airfield Operations staff for current requirements.

★  2.8.5.3. Simulation administrators shall develop and maintain a simulation equipment
continuity folder that is available to all users.  Include the following minimum items:

★  2.8.5.3.1. Complete list of all simulation training scenarios.  Include a description
(objective) of each scenario.

★  2.8.5.3.2.  Current copy of the ATCSE user's manual.

★  2.8.5.3.3.  Worksheet or log to track hardware/software malfunctions.

★  2.8.5.3.4.  Description of terminal labeling system.

★ 2.8.5.3.5.  All coordination documentation pertinent to the simulation system (i.e.,
emails, memorandums)

★  2.8.5.3.6.  Appointment letters and duty description for assistants.

★  2.8.5.3.7.  Other information pertinent to the simulation system.

★  2.8.5.3.8.  The primary administrator will establish responsibilities for administrator
assistants.



★  3.1. ATC Forms. Unless otherwise indicated, maintain all forms as official facility
records according to AFI 37-138, Records Disposition--Procedures and Responsibilities,
or as directed below.  Publish proper documentation and management of forms in the
appropriate LOP.

★  3.1.2. Flight Progress Strips.  Any FAA approved form, as determined by the type of
printing system, may be used.  Destroy after 6 months.

★  3.2.2. At facilities where the ATC automation system has the ability to record
operations on the system, retain CDR media for a minimum of 15 days.

★  3.2.3. Protect CDR media, CDR hard-copy printouts and all other recorded records of
aircraft mishaps, alleged deviations or hazardous air traffic reports (HATR) to the degree
necessary to prevent unauthorized access. Locked receptacles (file cabinets, desks or
safes) are adequate for storing this material. Requirements for protecting recorded
information related to an aircraft mishap/incident are outlined in AFI 13-204, Functional
Management of Airfield Operations.

★  3.3.4.1. Current on-base crash grid maps (off-base, when available).

★  3.3.4.5. Photographs of Certified Tower Radar Display (CTRD) adjusted to standard
presentation as defined by the facility CCTLR with correct video map alignment.  Note:
While Digital Terminal Automation Systems (DTAS) perform map alignment
automatically, photographs are still required to validate CCTLR standard display
presentation requirements.

★  3.3.5.3. Photographs of radar displays adjusted to standard presentation by operating
position as defined by the facility CCTLR, showing correct video map alignment.  Note:
While Digital Terminal Automation Systems perform map alignment automatically,
photographs are still required to validate CCTLR standard display presentation
requirements.

★  3.3.5.4. A minimum IFR altitude chart (not required for GCA/RFC facilities)
developed IAW AFI 11-230, Instrument Procedures.

★  3.5.1.1.  Units: Input traffic count data into the Air Traffic Activity Reporting System
(ATARS).  Complete monthly data input NLT the third duty day of the following month.
Data is automatically transmitted to HQ AFFSA on a monthly basis via File Transfer
Protocol (FTP) internet connection.

★  3.5.1.2.  MAJCOMs: Validate unit air traffic activity reporting.

★  4.1.1.3.  DELETED



★  4.1.2.  Extending/Curtailing Operating Hours. See AFI 13-204, Functional
Management of Airfield Operations.

★  4.6.4. Unless safety of flight or necessity for the control of air traffic dictates
otherwise, controllers should avoid transmitting to aircraft in the following critical phases
of flight:  short final, touchdown, landing roll, departure roll, initial climbout.

★  4.9.1.2.  Wake Turbulence Separation.  When mixing aircraft operating in the VFR traffic
pattern with IFR/VFR arrivals, tower controllers must ensure appropriate wake turbulence
separation exists, or will exist, before turning an aircraft inside the IFR/VFR aircraft on final.
Outline these procedures in an LOP.

★  4.9.4.1.  QUICK LOOK coordination, without some means of ensuring tower actively
acknowledges inbound aircraft, is not recommended at locations with high density traffic and/or
diverse or unpredictable arrival patterns.  Determination of whether or not quick look is
operationally beneficial is best decided at the unit level.  USAF VFR towers who receive
approach control service from FAA facilities and use automation for transferring control of
aircraft, will not enter into any agreement unless the agreement stipulates an alternate means of
transferring control of aircraft (i.e. steadying the flash on an automated handoff or verbal
acknowledgement via landline) to use when the CTRD is not operational or when applying the
provisions of para. 4.9.4.2.5.  Examples of active acceptance include steadying the flash on an
automated handoff or verbal acknowledgement via landline.

★  4.9.6.  Cancel automatic releases when the official weather for the airport is reported
as less than 1000/3, including when Tower visibility is less than 3.  Include these
procedures in an LOP.

★  5.1.1  CCTLR will publish procedures and develop a detailed checklist in an LOP to
ensure proper operations of all equipment, to include actions after a power failure and
generator changeover.  The CATCA will assist the CCTLR by defining procedures for
periodic checks and monitoring of all automated equipment for use by the controller
workforce.

★  5.1.1.1.  CATCA will publish procedures and develop a detailed checklist in an LOP to
ensure proper operations of DTAS and all locally defined systems, to include procedures for
periodic checks, system monitoring, and actions after a power failure and generator changeover.

★  5.1.1.2.  The watch supervisor/senior controller opening the facility must complete all
equipment checks prior to officially opening the airfield.  Additionally, each on-coming watch
supervisor must initiate the checklist at the beginning of each shift and complete the checklist as
soon as possible.

★  5.2. Facility Clocks. A reliable clock showing hours, minutes and seconds must be visible
from each control position. Facilities without a direct coded time source must obtain a time
check at the beginning of each shift. Acquire time checks from IFR facilities equipped with a
coded time source, the US Naval Observatory (DSN 762-1401), radar facility that provides



approach service, host nation ARTCC/area control center responsible for the terminal area, or a
GPS source. Set clocks to within 15 seconds of time source. Check clocks immediately after the
facility goes on backup power and again 30 minutes after. If found to be inaccurate, check clocks
hourly until restoring normal power.  NOTE: Wind sensor equipment that provides a reliable
clock must be checked at the beginning of each shift unless connected to a direct coded time
source.

★  5.5. Primary Crash Alarm System (PCAS). Define procedures and conditions for activation in
the base airfield operations instruction. Limit agencies with two-way telephones to the control
tower, base operations, fire department, and the medical center. Additional agencies may have
receive-only capability.  The tower PCAS must have a visual system indicating when each two-
way party on the PCAS picks up the handset.  During real-world emergencies, trainees may only
activate the PCAS if the trainer/monitor has the capability to monitor and transmit over the
PCAS.

★  5.6. Land Mobile Radios (LMR). Each LMR system supporting ATC and aerodrome
operations must terminate in the control tower console if enough transmitter and receiver
selection switches and speakers are available.

★  5.6.1.  Each LMR terminating in the control tower must have a selective call feature
(electronic, mechanical, or procedural) that enables the tower to mute the radio and eliminate
unnecessary transmissions.  LMRs tuned to a frequency dedicated to ATC use are exempt from
this requirement.

★  5.6.2. Control towers with digital land mobile radios will establish an LMR net (a.k.a. FM
net, talk group, etc) dedicated for use between vehicle operators and ATC, solely for the purpose
of operating on the runway and controlled movement area.

★  5.7.3. Rotating Beacon.  Follow FAAO 7110.65 rules for operating the rotating beacon during
facility operating hours.  However, if the tower does not operate 24-hours a day, ensure the
airport rotating beacon is turned off when the facility closes.

★  5.10.2. The FAA is the authoritative source for the software maintenance of the ATC systems
they support (i.e., Micro-EARTS, STARS, ETVS, DVRS, etc.). System Technical Instructions
are directive in nature. Prior to operational use of a new program update, accomplish the
applicable test plan, indicating the date and individuals performing the tests.

★  5.10.4. Immediately withdraw from service any ATC computer resource suspected of
malfunctioning due to tampering, abuse or introduction of unauthorized programs (i.e., software
viruses, etc.). Physically disconnect all interface connections to other computer systems and
maintain the suspect computer or software for analysis. Notify the FAA/DoD support personnel
and AOF/CC for submittal to MAJCOM ATCALS OPR.

★  5.10.5. Digital Terminal Automation Systems (DTAS).

★  5.10.5.1.2. Verify the operational status of all DTAS sub-systems daily.



★  5.10.5.4.1. CATCAs shall review all applicable documentation issued by the FAA/DoD
support facility pertaining to changes in their automated system and database to determine any
operational or procedural impact. The CATCA will notify facility CCTLRs and Chief of
Maintenance of any changes that impact operations or procedures.

★  5.10.5.4.2.  The CATCA will ensure, as a minimum, the 3 latest builds of software and
associated documentation, to include adaptation, are available.

★  5.10.5.6.4. Utilize the most current MSAW Database.

★  5.10.5.6.5.1.  The magnetic variation of radar video maps/geo maps, MSAW, DTM's, and
radar site settings coincide.  Verify magnetic variation annually.  Whenever a change of 2
degrees or more occurs, recompile the effected maps.  NOTE:  The video map is the primary
reference for maintaining radar antenna alignment.

★  5.10.5.6.5.2.  DELETED

★  5.10.6.  Programmable Indicator Data Processor (PIDP).  Units using PIDP shall
comply with the following procedures:

★  5.10.6.1.  CCTLR shall establish procedures to check PIDP Minimum Safe Altitude
Warning (MSAW) alarms.  Checks shall be accomplished at the beginning of each watch
and documented in the Facility Events Log.

★  5.10.6.2.  Except for emergency requirements, submit any needed changes in site-
unique PIDP or MSAW data at least 120 days in advance.  Submit changes to MAJCOM
for review and forwarding to HQ ESC OL-D/E/TG/3S, Tinker AFB, OK.  Each PIDP
equipped unit will maintain the following site-unique data, as appropriate:

★  5.10.6.2.1.  AF Form 3645, PIDP Submission Form.

★  5.10.6.2.2.  Current 15 and 60 nautical mile (NM) MSAW charts and data.

★  5.10.6.2.3.  Reflection discrimination data, if used.

★  5.10.6.2.4.  Low Altitude Alerting System (LAAS) data products for TPX-42/980B.

★  5.10.6.2.5.  LAAS data products for TPX-42-only versions of digital bright indicator
tower equipment (DBRITE).

★  5.11.3.  DTAS Maps

★  5.11.3.1.  The TERPS specialist will design facility maps IAW AFI 13-215. The
designated CATCA will coordinate with HQ ESC OL-DE/GA, Tinker AFB to create the
facility maps, then upload, and maintain facility maps IAW CCTLR.  The TERPS



specialist will ensure locally generated MVA maps are verified against the current
MAJCOM approved MVA chart before operational installation in the facility. Obtain
CCTLR approval prior to installation of new maps. Keep a copy of the map data print out
sheet signed by the CCTLR on file.

★  5.11.3.2.  CCTLRs shall specify in an LOP procedures for using optional maps.

★  5.11.4.2. The designated TERPS specialist will create, upload, and maintain facility
maps in accordance with AFMAN 13-215. Ensure locally generated MVA maps are
verified against the current MAJCOM approved MVA chart before operational
installation in the facility. Obtain CCTLR approval prior to installation of new maps.
Keep a copy of the map data print out sheet signed by the CCTLR on file.

★  5.18.  Certified Tower Radar Display (CTRD).  DBRITE and Tower Display
Workstation (TDW) radar displays in USAF control towers are certified radar displays.
Radar displays must be certified for use by maintenance personnel according to AF and
FAA guidance.

★  6.5. Functional Use of Certified Tower Radar Display (CTRD).  CTRD's may be used
by local controllers for the following functions:

★ 6.9.1.  DELETED

★  6.12.  Aircraft Arresting System Maintenance/Reconfiguration Notification.  Notify
airfield management before releasing arresting systems to barrier maintenance for
maintenance or configuration changes.

★  7.10. Radar Performance Checks. Each radar controller is responsible for determining,
on a continuous basis, if the quality of their radar display and video fix accuracy is
satisfactory for ATC purposes. Radar quality and performance are determined by
comparing identified targets against data obtained during the commissioning flight check
or by using minimum performance criteria determined jointly by maintenance and the
CCTLR. Radar controllers must be familiar with commissioning flight check and
minimum performance data, which can be obtained from the most recent ATCALS
Evaluation Report or Flight Inspection Report.  Chief controllers will make this
information readily available to the controllers. Targets used for comparison checks
should be generated by small aircraft, similar in size to those used during the
commissioning flight check.

★  8.9.4.3.  DELETED

★  8.9.5.  Contingency Operations.  Take control tower and airfield layout into account
when establishing control procedures.  Host-nation control towers are often very different
than the normal USAF standard and may have features that limit or prevent the use of
NVDs (i.e., the quality of the glass in the control tower, ambient lighting, type of ground
operations being conducted, and type of communications equipment, etc).  During



contingency operations, the designated operations group commander has waiver approval
authority IAW paragraph 1.2.4.

★  10.2. Front Load Training (FLT). (Does not apply to AFRC).  FLT is a structured
training program designed to introduce a defined amount of knowledge and/or
performance training requirements at the beginning of a controller training program. FLT
is required for all controllers.  CCTLR's will establish time limits for all individuals in
upgrade/qualification training, prior and non-prior experience, in a like facility.
CCTLR's will also determine whether or not prior and non-prior controllers will complete
the FLT training tasks in a classroom or crew environment.

★  10.2.1.  Block I covers Local Area

★  10.2.2.  Block II covers facility equipment.

★  10.2.3.  Block III covers general ATC practices.

★  10.2.4.  Block IV covers practical application.

★  10.2.5.  Common items without performance variance from position to position can be
certified in the first three blocks and revalidated as part of the initial evaluation to ensure
compliance with standards. The fourth block will remain open until the individual has
demonstrated the ability to apply the items in a live and/or simulated environment. The
objective is to send a trainee to live traffic with a good understanding of phraseology,
separation, and control practices prior to working live aircraft.

★  10.3.5.1.  Management Training.  Establish procedures on how management training
will be conducted, who will accomplish the training, documentation, frequency of
evaluations and track the progress of each duty position.  As a minimum, identify
AOF/CC/DO, CCTLR, CATCT, CSE or TSN, CATCA and ATCSS, TERPS, WS and
Trainer.

★  10.3.12.2. Technical References (TR). HQ AFFSA develops, maintains and publishes
the Air Force Master Task and Technical Reference (MTTR) and Master Reference Index
(MRI).  CATCT should review the current MTTR for changes and review all TRs for
applicability to their facility.  CATCTs must incorporate local technical and task
references into the AFFSA developed MTTR listing and maintain a copy for each
facility. The MTTR and MRI may be maintained in the master training record or
automated on the AOF Web. The CFETP/STS and AF Form 797 comprise the ATC
Master Task List (MTL).

★  10.3.15.  Stop Training.  Identify circumstances in which the CCTLR will authorize
Stop Training time and outline documentation procedures.  The facility CCTLR should
only consider the use of stop when further training is not possible or is detrimental to the
mission.  The facility CCTLR will determine the need for placing an individual in stop
training.



★  10.4.4.  DELETED

★  10.4.6.1. All CFETP, and AF Form 797 knowledge/task requirements with applicable
TRs that require training.  Training references must coincide with those listed in the
MTTR and should address the specific paragraph for each task item.  NOTE:  a reference
to MTTR line number fulfills this requirement.

★  11.2.  Initial Training Evaluation.  Supervisors must officially enter all personnel into
training and ensure an initial evaluation is conducted on all newly assigned personnel.
An initial evaluation is subsequently required at the beginning of each position of
training, to identify tasks the trainee can already perform based upon knowledge gained
in their previous certification.  As a minimum, the first initial evaluation will include a
review of the following, Part I of the CFETP, Master Training Record, Contingency and
Wartime Training, and Supervisor and trainee responsibilities as outlined in local and AF
governing directives.  Document completion of all initial evaluations on the AF Form
623a or a suitable substitute.

★  11.4.4.  DELETED

★  11.4.4.1.  DELETED

★  11.4.4.2.  DELETED

★  11.4.4.3.  DELETED

★  11.4.4.3.1.  DELETED

★  11.4.4.3.2.  DELETED

★  11.4.4.4.  DELETED

★  11.6. Seven-Skill Level Upgrade Training. Journeyman personnel must be a staff
sergeant; complete 12 months upgrade training time and complete Computer-Based
Instruction (CBI) course E6ACS1C171-000, Air Traffic Control Craftsman Course
(training may begin on the first day of the promotion cycle) in order to become a
craftsman.  NOTE:  Individuals in retraining status Code "G" are subject to the same
requirements and must complete a minimum 6 months in upgrade training.

★  11.7.  Training Evaluations.  Trainers must accomplish training evaluations to
document trainee progression towards tasks and objectives.  Accomplish evaluations on
trainees in position qualification and upgrade training, as a minimum, every 14 calendar
days.  Evaluations on other qualification/ management training (7-level and management
positions) will be conducted once monthly, as a minimum.  Evaluations must be
submitted prior to the 5th calendar day of each month.



★  12.2. Management Training Guides. Units must use published Air Force Task
Certification Guides (TCG) and Qualification Training Packages (QTP). Units may
supplement Air Force TCGs and QTPs with MAJCOM and local requirements. CATCT's
shall ensure a local Watch Supervisor , Trainer, CATCA and ATCSS Task Certification
Guide is developed.  The CATCT should work closely with the CCTLR and CATCA to
ensure all required tasks, objective statements, and training references are included.

★  12.2.1.  13M1 Officers.  Complete AT-M-11, Air Traffic Control Officer Guide,
within 6 months of arrival at the first duty station.  Complete AT-M-10, Airfield
Management Training Guide, within 1 year after completion of AT-M-11.  Document
completion on the inside cover of AF Form 623, ECI/CDC PARTICIPATION, ETC.
Section.

★  12.2.2.  CCTLR.  Complete the CCTLR portion of the AFJQS 1C1X1-002 and AT-
M-05, CCTLR Task Certification Guide, within 6 months of initial assignment to the
CCTLR position. The same requirement applies to individuals in CCTLR training.
Document completion on the inside cover of AF Form 623, ECI/CDC
PARTICIPATION, ETC. Section.

★  12.2.3.  CATCT.  Complete the CATCT portion of the AFJQS 1C1X1-002 and the
CATCT portion of AT-M-04, TSN Task Certification Guide, within 6 months of initial
assignment to the CATCT position.  The same requirement applies to individuals in
CATCT training.  Document completion on the inside cover of AF Form 623, ECI/CDC
PARTICIPATION, ETC. Section.

★  12.2.4.  CSE.  Complete the CSE portion of the AFJQS 1C1X1-002 and the CSE
portion of AT-M-04, TSN Task Certification Guide, within 6 months of initial
assignment to the CSE position.  The same requirement applies to individuals in CSE
training.  Document completion on the inside cover of AF Form 623, ECI/CDC
PARTICIPATION, ETC. Section.

★  12.2.5.  TSN.  Complete the CSE and CATCT portions of the AFJQS 1C1X1-002 and
the CSE and CATCT portions of AT-M-04, TSN Task Certification Guide, within 9
months of initial assignment to the TSN position.   The same requirement applies to
individuals in TSN training.  Document completion on the inside cover of AF Form 623,
ECI/CDC PARTICIPATION, ETC. Section.

★  12.2.6. CATCA. Complete the locally developed CATCA TCG within 6 months of
initial assignment to the CATCA position. The same requirement applies to individuals in
CATCA training.

★  12.3.3. When management qualifications training and requirements have been
accomplished, document the completion on the inside front cover of AF Form 623,
ECI/CDC PARTICIPATION, ETC. Section.



★  12.3.4.  Management training should be conducted by the individual currently holding
the management position.  Task certification should be conducted by other staff members
who have completed task certifier's training and are qualified on the appropriate section
of AFJQS 1C1X1-002 as CCTLR, CSE, CATCT, or TSN.  CATCA's  task certification is
completed by individuals signed off on locally developed AF Form 797's.  When this is
not possible, AFI 36-2201, Volume 3 Air Force Training Program On The Job Training
Administration provides an exemption for air traffic control allowing individuals in one
person shops, any person qualified to perform the task, who has completed certifier's
training to certify management tasks.  This exemption applies specifically to management
qualification training where the same person may act as the trainer and the certifier when
no other individual is available for certification.  For example :  Only one qualified chief
controller exists in a facility, that person may act as a trainer and certifier.  Also,
AOF/CCs who have completed certifier's training should certify tasks in the applicable
section of AFJQS 1C1X1-002.  This can only be done when the AOF/CC is certified on
the specific task or position referenced in AFJQS 1C1X1-002.

★  12.4. Trainer Qualification.  Only position certified, trainer certified individuals are
allowed to monitor trainees working live traffic.  Qualifications for selection as ATC
Trainer to train or monitor:

★  12.4.1.  Must hold PAFSC 1C151 and above, GS-2152, or 13M.  Controllers holding
AFSC 1C131 may train or monitor 60 days after award of facility rating SEI.

★  12.4.2.  Trainers must be position certified and/or facility rated prior to training an
individual on a task.

★  12.4.3.  Attend the Air Force Trainers Course.

★  12.4.4.  Complete AT-M-01, Trainer's Qualification Training Package and local
Trainer TCG.

★  12.4.5.  Must be recommended by the supervisor, appointed in writing by the unit
commander. (AOF/CC or CCTLR may appoint trainers if this responsibility has been
delegated by the unit commander)

★  12.4.6.  CCTLR’s and CATCT’s are authorized to document trainer certification on
AF Form 3622, Air Traffic Control/Weather Certification and Rating Record.

★  12.5. Task Certifier Qualification.  Must be appointed in writing by the unit
commander (AOF/CC or CCTLR may appoint Task Certifiers if this responsibility has
been delegated by the unit commander).  Qualifications and responsibilities are outlined
in AFI 36-2201 Volume 3, On The Job Training Administration.  NOTE:  ATC Trainer
qualified personnel are authorized to certify tasks in the CFETP.



★  13.2.1.1.  Electromagnetic Interference (EMI).  Conduct annually.  TR:  AFI 10-707,
Spectrum Interference Resolution Program and Flight Information Publication (FLIP)
General Planning Guide, FAAO 7110.65, CBT-R-10.

★  13.2.1.3.  Aircraft Characteristics and Performance.  Conduct annually.  TR:  FAAO
7110.65, CBT A-1.  At locations where exercises and aircraft deployments occur, ensure
controllers are trained on aircraft characteristics prior to exercise/deployment date.
Review annually and make adjustments as required.

★  13.6.4.  Apprentice controllers in FLT blocks 1-3 may be administered the proficiency
test open book.

★  13.6.3. Individuals scoring below 80 percent on the retest will be referred to the
CCTLR for evaluation and training recommendations.  Document recommendations and
corrective actions on AF Form 623a.

★  14.4.2. Failure to Meet Proficiency Requirements. When a controller has not met
CCTLR established position proficiency requirements suspend certifications or facility
ratings.  NOTE: Do not annotate an S on AF Form 3622 for failure to meet proficiency
requirements.

★  14.7. Facility Evaluations. (Not applicable to Moron AB). The
CSE/ACSE/TSN/ATSN will conduct periodic facility evaluations, on each crew, at least
every 90 days to ensure adherence to facility operating directives and standard
application of procedures.

★  14.7.1.  As a minimum, the CSE will observe:

★  14.7.1.1.  Crew application of crew resource management (CRM) principles:

★  14.7.1.1.1.  Situational Awareness.

★  14.7.1.1.2.  Effective communications.

★  14.7.1.1.3.  Risk management.

★  14.7.1.1.4.  Workload management.

★  14.7.1.1.5.  Group dynamics.

★  14.7.1.1.6.  Stress awareness and management.

★  14.7.1.2.  Application of standard phraseology.

★  14.7.1.3.  Application of separation criteria.



★  14.7.1.4.  Inter/intra facility coordination.

★  14.7.1.5.  Position awareness.  Performing position responsibilities as defined by
FAAO 7110.65 and local LOP's.

★  14.7.1.6.  Weather reporting procedures.

★  14.7.1.7.  Crew change procedures.

★  14.7.1.8.  Use of checklists.

★  14.7.2.  The CSE/TSN will develop a local checklist for conducting facility
evaluations, as a minimum the checklists shall contain the required items outlined in
paragraph 14.7.1 - 14.1.8.

★  14.7.3.  Document the results of each evaluation and forward to the AOF/CC and
CCTLR for review and/or action. Retain facility evaluations for a minimum of one year.

★  14.7.4.  For facilities without established crews, the CSE/TSN shall conduct 3 random
evaluations at-least every 90 days.

★  15.3.1.  Units shall notify MAJCOM OPR for ATC of any pending withdrawal actions
for all categories including administrative and whether or not the withdrawal action
should be for cause.

★  15.3.1.1.  For withdrawals based on medical disqualification, flight surgeon and
clinical representatives process packages directly with the MAJCOM Surgeon General.
Forward medical withdrawals according to AFI 36-2101, Classifying Military Personnel.

★  15.3.1.2.  When the basis for withdrawing the AFSC is for conditions or actions over
which the airman had control, withdrawal action will be qualified as for “Cause”.
Examples of for “Cause”, include loss of security clearance due to misconduct, drug
abuse, alcohol involvement, failure to progress in training (for reasons within their
control), and substandard duty performance or other acts that lead to AFSC withdrawal.

★  16.1.  AOF Web Program.  The AOF web program uses Internet browser technology
to allow users "point and click" access to air traffic control instructions and training
documentation.  HQ AFFSA/XA publishes the program using distribution X.  HQ
AFFSA/XA will distribute two copies of the AOF Web program to each base through
Distribution X.  One copy each for airfield management and ATC.  Units may obtain
additional copies through their MAJCOM training staff if needed.  Units should make
every attempt to load the AOF Web Program on a local area network (LAN) and obtain
administrator rights/privileges for CATCT/TSN and assistants in order to provide
controllers/base operations specialists with updated and current information.



★  16.2.  ATC Simulation Equipment (ATCSE). Administration level access to
simulation systems will be limited to the authorized system administrator and designated
assistants.  Only authorized software may be loaded on ATCSE, as applicable.

★  16.2.1.  Units that run the SIGNAL simulation program, may load additional software
on the computers utilizing SIGNAL, with the approval of the Designated Approval
Authority (DAA), in coordination with the Network Control Center (NCC).

★  16.2.2.  Technical Support.  For Air Traffic Control Training Device (ATCTD) and
Simulation and Integration of Ground, Network and Air Links (SIGNAL) Software
technical support, contact HQ Electronic Security Command OL-D/E, Tinker AFB, OK
at DSN 884-7004. For other simulation systems, contact the appropriate technical support
center as identified in applicable support agreements. For issues other than technical
support, contact your MAJCOM ATC OPR.

★  16.2.3.  CATCT or assistants are responsible for the following:

★  16.2.3.1.  Programming scenarios and incorporating training materials.

★  16.2.3.2.  Creating an outage log to track and describe system/workstation
malfunctions.

★  16.2.3.3.  Providing training, as needed, to run stand-alone or network scenarios.

★  16.2.3.4.  Providing a print out of the basic keyboard commands as listed in the
appropriate materials and maintain a readily available copy of the most current manuals).

★  16.2.4.  Delete

★  16.2.5.  Delete

★  16.2.6.  Delete
★  16.2.7.  Delete

★  16.3.  Simulation Scenarios.  CATCTs will develop, administer and maintain
simulation scenarios that provide training in basic ATC fundamentals. Incorporate
scenarios into the appropriate PCG and ensure a sufficient number of realistic scenarios
meet or exceed normal traffic levels and complexity.  At locations where simulation
equipment is not installed, CATCTs will develop and incorporate static board scenarios
into the appropriate PCG's.  Stress areas or tasks controllers are not routinely required to
perform. Ensure development of position scenarios to measure standards during the initial
evaluation.

★  16.3.1  As a minimum, design scenarios to prepare trainees to work effectively in a
live environment and:



★  16.3.1.1.  Measure minimum standards during initial evaluations.

★  16.3.1.2.  Train apprentice controllers on basic ATC fundamentals and local
airspace/procedural requirements.

★  16.3.1.3.  Train prior rated controllers on local airspace and procedural requirements.

★  16.3.1.4.  Train controllers on nonradar procedures, with emphasis on procedures
applicable to your unit.

★  16.3.1.5.  If authorized by the CCTLR proficiency program, design scenarios to
provide monthly proficiency to controllers who did not receive of maximum proficiency
period as required.

★  16.3.1.6.  Design scenarios to prepare trainees to work effectively in a live
environment and design scenarios to supplement live traffic for position/facility
certifications.

★  16.3.2.  Simulation scenarios may be used to supplement evaluation procedures in
order to evaluate skills not observed during live traffic.

★  16.3.3.  Controllers shall not control live traffic until completing a comprehensive
simulator-training program for the position in which training is being accomplished.
CCTLRs approve any exceptions and document on AF Form 623a or suitable substitute.

★  16.3.4.  If applicable, and required by the CCTLR, retain computer-generated scenario
performance archives of all controllers in position qualification training until they
progress to the next block of training. This may be accomplished electronically or
through printed-paper copies.

★  16.3.5.  If authorized by the CCTLR proficiency program, design scenarios to provide
monthly proficiency to controllers who did not receive maximum proficiency traffic
during their proficiency period as required.  This is intended to be in addition to, not a
substitute for, live traffic proficiency requirements.

★  16.3.6. Design scenarios to prepare trainees to work effectively in a live environment
and design scenarios to supplement live traffic for position/facility certifications.

★  16.3.7.  If applicable, and required by the CCTLR, retain computer-generated scenario
performance archives of all controllers in position qualification training until they
progress to the next block of training. This may be accomplished electronically or
through printed-paper copies.

★  16.3.8. Controllers shall not control live traffic until completing a comprehensive
simulator-training program for the position in which training is being accomplished.
CCTLRs approve any exceptions and document on AF Form 623a or suitable substitute.



★  16.3.9. Simulation scenarios may be used to supplement evaluation procedures in
order to evaluate skills not observed during live traffic.

★  16.4.  CATCT or assistants are responsible for programming scenarios and
incorporating training materials. Create an outage log to track and describe
system/workstation malfunctions.  Provide training, as needed, to run stand-alone or
network scenarios.

★  16.4.1.  Provide a print out of the basic keyboard commands as listed in the
appropriate materials and maintain a readily available copy of the most current manuals.

★  16.5.  Technical Support.  For Air Traffic Control Training Device (ATCTD) and
Simulation and Integration of Ground, Network and Air Links (SIGNAL) Software
technical support, contact HQ Electronic Security Command OL-D/E, Tinker AFB, OK
at DSN 884-7004. For other simulation systems, contact the appropriate technical support
center as identified in applicable support agreements. For issues other than technical
support, contact your MAJCOM ATC OPR.

★  17.2.2.3.  All other entries as required.

★  17.2.2.4.  AETC Form 156, Student Record of Training that shall remain in records
until awarded 5 skill level.

★  17.2.7.  Tab G: Any documents required by HQ AFFSA, MAJCOM, CCTLR,
Previous Year's AF Form 1098 and expired documents for retention, etc.

Attachment 1

References

★  ADD:  AFI 13-222, Airfield Operations Officer Training Program

★  DELETE:  AFI 36-2210, Airfield Operations Officer Training Program

Abbreviations and Acronyms

★  DLT - Digital Linear Tapes

★  DTM - Digital Terrain Maps

★  DTAS - Digital Terminal Automation Systems

Terms



★  Stop Training.  When a trainee is unable to accomplish knowledge based (including
classroom instruction), simulator (including static scenarios), and OJT due to unforeseen
events or inability to meet standards.

★  Simulation Scenario.  Scripted scenarios designed to develop or maintain a controller's
skills using simulation equipment (any simulation equipment developed for ATC use) or
any static environment (to include non-radar and tower static boards).

★  DELETE - Qualified Apprentice Controller-An individual who is position certified,
holds AFSC 1C131, has successfully completed a position certification but has not been
awarded an SEI, recommended by the watch supervisor, and CCTLR and approved by
the MAJCOM FM.

Attachment 5

★  A5.5.2.3. Medical evaluations need to be completed regardless of the type of
withdrawal action being pursued.

★  A5.5.2.8. Last three OERs or EPRs  (only for sub-standard performance) and any
pertinent documents or statements deemed necessary.

Attachment 6

★  A6.5.4. Medical evaluations need to be completed regardless of the type of
withdrawal action being pursued.

Attachment 7

★  A7.5.4. Medical evaluations need to be completed regardless of the type of
withdrawal action being pursued.

Attachment 8

★  A8.5.1.4. Medical evaluations need to be completed regardless of the type of
withdrawal action being pursued.

★  A8.5.1.6. Last three OERs or EPRs  and any pertinent documents or statements
deemed necessary.

Attachment 9

★  A9.3.2. Refer the suspended controller to the base flight surgeon to determine if there
are medical problems which caused the actions for recommended withdrawal and/or
verify the controller meets the ATC medical requirements in AFI 48-123.



★  A9.5.1.4. Medical evaluations need to be completed regardless of the type of
withdrawal action being pursued.


